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Applicaticn for Records Disposition Standard - zi‘b /’ marl:a

nepartment, Name, and Full Address
MARTA - _ .
Dept. of Finance & Adm./Division of Budget & Analysis ‘;g;“‘?“::“cdm"iq‘"_"-:: D“:::?“ Use
100 Peachtree St., 1300 Equitable Bldg. e -7 1074| e l""“ S 1
Atlanta, GA. 30303 L 8 T U242 72(m06 23 1974
Appl. Date Teleghone & Ext. S— ‘Person to Contact o TP aeking Tivne
¢-5" 74 |522-4460 x-388 | Sam Daniel : | 3_3&3‘# Malyst
Inclusivé Dates of Series ‘ Exact Series Title R
1972 - Present _ MARTA Revenue Budget Analysis Files R
fon Standard Di f Present A lation;
Action Requested i:ﬁ:ﬁéi:‘;l‘l’*iﬁﬁiiﬁuZ“m‘iﬁcfi_,’fml.te uo“;’-ﬁiihi} éiiﬁﬁuéﬁﬁ"‘k‘niici‘;md

Jhat is the function of the ocffice in which this record series is created?

The Division of Budget and Analysis is responsible for development and installation of
operating and capital budgets for all units of the Authority, condugting ongoing analysis
and review to ensure that exﬁenditureé do not exceed amounts budgeted and/or authorized,
performing continuing research regarding cost aspects of MARTA's programs and policies,
and for comprehensive analysis of revenues. In addition, the Division is responsible

for coordinating financial matters with other local governments, the preparation and/or
review of MARTOC financial reports, and supporting other Divisions who mi#y-have special
budgetary control problems. ! :

This file contains the follmﬂng documents:

Documents relate to budget analysis of all types of revenues received by the
Authority.

1

;ncludgg are memoranda and reports pfepared by the Division analyzing the fiscal '
significance of the current status of the revenues.:

Fileﬁ.a;e_arranged alphabetically by types of revenue.

-

5.

“h

Eouipment Occupied erd.|Lat. | No. of Drawers Cu.ft of Records | Equipment  Occupied Nertliat | Mo. of Drawers  [Cu. €% ot Records
Letter-Mmze File Drawers X 1
Leqal - Size Five Drawers ' Atrua) Rate 01 Accumulotion 14
_ T | O%Rice Cs) . |in Stovage Areals)
Moor Dpace Occupied (Square feet)

This Yeors Jusst Yeors [PrecedingYears |Mifvior Years
Average Daily Reterences 2 1 0 0
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QUESTIONMRE (Place an X in the proper box. 1f answer ";s *Yes” please explan.)

}3 1s this the Record Copy of the series? @Yes D No
. i
1% 1s there a duplication of this geriés in another office or agency? ;Yes l:j No
Res.utts fpana/t;.se.; gdre duﬂ’-cd-"d 1o er Files, ;
1% 1Is the information contained in this series ever smnnarized or published? {0 D\fes No
' .
16 Does the series cortain clasaified information requiring security handling? ) 7 - DYG‘ E] No -
17 Does the series initilate, amend or terminate agency policies and procedures? DY“B] No
)& Could the function be perfome.d if the files were lost or destroyed? @chD No
19 1Is the serieé (or major portion of it) regularly microfilmed? If yes, why? DY“IE No
20 Does the record series provide d%ta as :anut'to an EDP file? . | DYes No
21 Doéa the record series contain apcmentation produced as EDP printout? ' ) D Yes No

‘Hag the Federal Government is‘sued 1ns’£fu§:t£ona governing the retention/ dj._spoéit:ion of thesé filés? DYes E.“O

'

23 Will there be a need for these records 10, 15 years fron now? If yes, what? DYGSE No

2% TREQUIREMENTS:

The following requires the files to be kept 4 years: ((ite or atfach copy of Law, Stotute, or other reason
for the refention requirement.
By decision of the Director of Budget and Analysis.

State D Statute of D © Audic D Federal - Administrative Historical
Law Limitation Period Law Decision Value

25 RECOMMENDAYIONS —Methods: This init recomtends that the file series be cut off at the end of each

DCalendar Year ﬂ Fiscal Year D Other . , then:

- f e gt e e - . ‘ : i

: R U I S
.Hold in the current: flles area 1 nu.hs/ yeari. 'H\en Transfe_r to State Records Cen_ter- : |
7 - \
'-.Kold ___z__m years; then EDestroy, or Drransfer_ to State Archives for permanent retention.

DDestrov‘ after cut-off.
Operating instructions:

26 APPROVALS! S Review / Approval by Depariment of Archives and Ristory

Appeoved Dcpﬁﬂm't Records Monagement Officet Date
3 Cariadl M f 22 - ~74/
/1)y

2synY cf;‘&f“‘““"‘*‘“" .

5‘/',5’. s

A f/«'/)y

THviston of Alif Approved MARTA Marogement bteering Commitiee
' Aeigi 12 7/, é’i,zr:.‘zrtbé_' . Aé{f”é: /779 . !
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APPLICATION FOR RECORDS D!S:’OSITION STANDARD

INSTRUCTIONS: Prepare in duplicate and forward to'the Records Management Analyst, Management sttems Division

rfr,'ﬂc—;i[m Requested )
a. [ Establish Retention Schedule; record }t{m continue o accumulate.

b. [0 Dispose of present accumulation; no further accumulation anticipated.

3. Dept., Division, Subdivision 8 Administering Office Add(‘ess ‘ FOR RECORDS MANAGEMENT DIVISION USE
General Manager's Office ' Date Recaived Aéplication No. Date Completed
Budget and Analysis Division : 17 7“ o an NOV 22 1977
2200 Peachtree Summit NOV 1977 17 7 A
401 W. Peachtree Street, N.E. 1. Application 2. Dept. Application No.
Atlanta, Georgia 30308 : '

4 Person to Contact 5. Working Title 6. Telephone Number
Dot Sims Budget Technician 586-5062

c. XX Amend Application No, _ 74=277 ‘ Check One: [ Change; [ Supercede; Void
8. Dates of Series 9. Records Series Title (followed by title used in office; if different]
Earliest Latest
1974 | Present Organizational Change Review File
10. Division and QOffice Function What is the function of the Division and the Office in which this record series is created? .

SEE ATTACHED. :

]

This file contains the following documents {include form numbers and titles, if any):

11. Record Series Description R g

w ﬁ{‘ amples of the file.
. , eIy S 3 . : ;
Documents relating to: interna rganization change requests of the MARTA organization and
budgetary impact on the Authority.

Included are: requests for organizational changes; background information including
divisional history; rationale for change request; description of proposed organization
chart and duties; analysis of request; budgetary impaét; and recommendations for
organizational changes.

File is arranged: numerically by budget cost center; by department, thereunder by division;
then by vear.

12. Mont'hl\-f Reference Rate How often are records referred to which are:
One to six monthsoid ___O€___ ; Seven to tweive monthsoid ____ ©ON€ : Thirteen to twenty-four months old One —
one
?

twenty-five months and oider _ """~ = 7

13. Annual Rate of Accumulation of Records

1/2

Letter-size drawers ;Legal-sizedrawers _____ _ : Shelves — . ; Other (specify)

3012 (3/76)




| YES | NO 4. Questionnaire (Place an “'X"" in fhe proper column) ) l.\h
a. Is this the official copy of the series?
X If not, where is it?
| b. Does the series cont.ain confidential infdrmaiinn tequiring security handlimj? If yes, cite law or reguleflion.
X o k "
X . lsthiss W-"{,L"GCOQP o - B - - B
X d. ﬁm--. |hl-f'3‘|'h-< E’wf‘ historical o1 long Leemovesearch value? Poss]_ble . - ) w
X ¢ When one o bwo doorments o e Ble asihe o ooy 1o heep e eatpe Tite Yor o long penodd, could these docmments e
scheduled separately?
X f. 1s the information contained in this series ever published? If yes, attach copy. '
g. Is the information con;ined in this series ever analyzed and/or recorded in a summarized teport? 4
X If yes, attach copy.
h, 1Is th;'e a duplication of this series in your office, or in anather office or agency? - ]
X If yes, where?
X i. Is this series for @ major porion of it} regularly microfilmed?
X i. Does the record series result'in a computer printout?
15. Retention Requirements " The following requires the series to be kept: T )
a. State Law years. d. Audit period years.
b. Statute of limitation - years. e. Administrative deed ___ufgl‘}_.r__ years,
c. Federal law years, : f. Federal retention instructions - years.
Attach copy or excert of laws or regulations. Explain administrative need.
16. Approved Disposition Instructions _Tz;s—agferr;;y recoan-ends that the file series he_rut oft dTTI;:-c;;J_u?;ach —H .
I'] Calendar Year; BKFiscat Year; [ Other I then,
XX Hold in the current files area __ monthis) _one year{s); then
xG3 Transfer 1o local holding area; hoid ____ 1.0 vear(s); then
[ Transter to State Records Center; hold year(s}); then
x@ Destroy.
" Transfer to State Archives for permanent retention. \recomended)
U Other {Specify) : :
These instructions apply to all- prior and future accumulations of the series.
{Indicate birielly rationale lor recommendations above/or write additional remarks}:
17. APPROVALS
Approved  Deparyment Racard anagement Officer Date ‘Hrﬂ'pﬁ_ve Dypte ]
: o7 £ <-£M r//’?/’]') o _Ey 6 o
Approved Divisio —1 1
~_ , /177
Approved Oepart Degartment ol Archives and History ‘Date ]
Anell / W22 ~77
Approved Approved  MA RTA Management Advisory Commirtiee Date
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4 A
DIVISION OF BUDGET AND ANALYSIS

4 . /
Functions and Responsibilities

The Division of Budget and Analysis is responsible for developing
and implementing the operating budget of the Authority and review-
ing the capital budget; conducting ongoing analysis and review to
ensure that obligations and expenditures do not exceed amounts
budgeted and/or authorized, performing continuing research regard-
ing cost aspects of MARTA's programs and policies, and for compre-
hensive analysis of revenues and expenses.

The Division is responsible for coordinating financial matters
with other local governments. The division also provides other
divisions within the Authority with budgetary assistance. Other
responsibilities are to assist in developing adequate and timely
intermediate and long-term financing, to develop and maintain a
comprehensive financial plan to serve as a tool in managing the
MARTA program, to maintain the Authority's organizational manual,
to review and analyze all proposed organizational changes and to
recommend changes in organization, and to conduct special manage-
ment studies as requested by the Office of the General Manager.




